EMPLOYMENT CPPORTUNI TY

UNI TED STATES ANNOUNCEMENT NO. 00- 25
| NTERNATI ONAL TRADE COWMM SSI ON | SSU NG DATE: 07-17-00
WASHI NGTON, D. C. 20436 CLOSI NG DATE: 08-14-00

AREA OF CONSI DERATI ON:
St at us/ Rei nst at eabl e Candi dat es and
Eli gi bl e Veterans under the VEQA of 1998
This is a Merit Pronoti on Announcenent

PCSI TI ON: Fi nanci al Techni ci an, GS-503-5/6/7

LOCATION. O fice of Admnistration, Ofice of Finance

ENTRY LEVEL PAY RATE: GS-5, $23,304; GS-6, $25,976; GS-7, $28, 866
PROMOTI ON POTENTI AL: GS-7

SUPV/ MGR PROBATI ONARY PERI OD REQUI RED: YES X _NO
PCSITION IS IN THE X COVPETI Tl VE EXCEPTED SERVI CE
DUTI ES:

The i ncunbent may work in the foll owi ng areas: Payroll admnistration, travel

adm ni stration, voucher exam nation and/or operating and maintai ning the I TC aut omat ed
accounting system Incunmbent reviews and reconciles general |edger accounts and resol ves

di screpanci es between general |edger and subsidiary | edger accounts. Reviews, reconciles,
and audits reports. Prepares the SF-224 report, Report of Disbursenment and Collection to
the U S. Dept. O Treasury. Serves as liaison between the |ITC organizations and the
Departnment of Interior and provides payroll assistance to I TC enpl oyees. Resol ves
accounting matters such as receiving reports/approvals and obligating account docunents with
cost center nmanagers. Post awards to correct object class accounts. NMonitors Reinbursable
Agreenents. Determ nes and enters accruals, year-end entries and other transactions.

Revi ews and processes obligations, paynments and deposit docunents into the automated
accounting system Processes paynents for travel reinbursenents and advances. Posts
expendi ture transactions and conducts cash reconciliation of accounts. Reviews and anal yzes
accounting transactions for accounting reports. 1In addition, incunbent provides budgetary
information for a variety of appropriated funds, reinbursable travel and transportation
accounts, and adjusts fund accounts to reflect effects of budgetary transactions. Also

revi ews budgetary docunents and records to assure data accuracy.

Vet erans Enpl oyment Cpportunities Act of 1998: Preference eligibles or veterans who have
been separated fro the arnmed forces under honorable conditions after three (3) years or nore
of continuous active service may apply under the Veterans Enpl oynent Cpportunity Act of

1998, as anended by Public Law 106-117. These candi dates who wi sh to be consi dered both OPM
Del egat ed Exami ni ng Announcenents and Merit Pronption Announcenents’ conpetitive procedures,
must submt two conplete applications. Wen only one application is received, it will be
consi dered under the Commission’s merit pronotion announcenent procedures only.

THE U.S. | NTERNATI ONAL TRADE COVM SSION | S AN EQUAL OPPORTUNI TY EMPLOYER | MPORTANT NOTE:
Mal e applicants born after Decenber 31, 1959, are required to conplete a Pre-Enpl oynent
Certification Statenment for Selective Service Registrati on PRIOR TO APPO NTMENT.




M NI MUM QUALI FI CATI ON REQUI REMENTS
GS-5: One year of specialized experience or four years of education above high school
GS-6/7: One year of specialized experience.

Speci al i zed experience is experience which provided know edge of accounting techni ques,
regul ati ons, practices and procedures. SUBSTI TUTI ON OF EDUCATI ON:  Four years of education
above the high school level is creditable at the GS-5 level. This education nust have been
obtai ned in an accredited business, secretarial or technical school, junior college, college
or university. One year of full-tine study equals 30 senester hours, 45 quarter hours, or
equivalent in a college or university, or at |east 20 hours of classroominstruction per
week for approximately 36 weeks in a business, secretarial, or technical school. A LIST OF
COLLEGE COURSES OR A COLLEGE TRANSCRI PT MJST BE SUBM TTED TO DETERM NE QUALI| FI CATI ONS WHEN
SUBSTI TUTI NG EDUCATI ON FOR EXPERI ENCE. Applicants with status nmust neet the tine-in-grade
requi renent. Handi capped applicants, disabled veterans, or any other applicant eligible for
non- conpetitive appoi nt nent under special appointing authorities not requiring conpetitive
status should clearly specify special eligibility on their applications. Veterans who are
preference eligibles or who have been separated fromthe arnmed forces under honorabl e
conditions after 3 years or nore of continuous active duty may apply. Proof of eligibility
wi || be required upon receipt of application.

EVALUATI ON METHOD AND RANKI NG FACTORS

Applicants will be evaluated on the extent and quality of their experience, education and
acconpl i shments as they relate to this position. Consequently, all applicants nust provide,
as a supplenment to their resunme or application, a concise witten statenent descri bing
education, training, and work experience, either paid or volunteer, which denonstrates their
capabilities with respect to the know edge, skills, and abilities (KSA s) listed bel ow
APPLI CANTS WHO DO NOT PROVI DE A SUPPLEMENTAL QUALI FI CATI ONS STATEMENT ADDRESSI NG EACH KSA
W LL NOT BE CONSI DERED FOR THI' S VACANCY.

For each ranking factor you should provide job-related activities you have participated in
and describe specifically what you did. Also describe the outcone or results of the
activity. Your response should provide indications of the difficulty and conplexity of
tasks, problenms overcone, and the quality and effectiveness of the results.

1. Know edge of budgeting, accounting or other financial managenent procedures,
nmet hods, and techni ques.

2.  Know edge of automated accounting systen{s).
3. Ability to read and interpret policies and procedures.

In addition to nmeeting the m ninmum qualifications specified in this announcenent, applicants
must be rated above | evel one of the three possible rating levels in each of the ranking
factors |listed above and score 90 or above in the rating process in order to be designated
"well qualified" for purposes of consideration under the Interagency Career Transition

Assi stance Program (I CTAP) as described in 5 CFR Part 330.

If you are a displaced Federal enployee you may be entitled to receive special priority
sel ection under the ICTAP. To receive this priority consideration you nust:

1. Be a displaced Federal enployee. The follow ng categories of candi dates are consi dered
di spl aced enpl oyees:
A. Current or former career or career-conditional (tenure group | or Il) conpetitive
servi ce enpl oyees who

1. Received a specific R F separation notice; or



2. Separated because of a conpensable injury, whose conpensation has been
term nated, and whose fornmer agency certifies that it is unable to place; or

3. Retired with a disability and whose disability annuity has been or is being
term nated; or

4. Upon receipt of a RIF separation notice retired on the effective date of the RIF
and subnmits a Standard Form 50 that indicates "Retirenent in lieu of RIF"; or

5. Retired under the discontinued service retirenment option after receiving a R F
separation notice; or

6. Was separated because he/ she declined a transfer of function or directed
reassi gnment to another conmmuting area.

R

B. Former Mlitary Reserve or National Guard Technicians who are receiving a special
O fice of Personnel Management (OPM disability retirenent annuity under section
8337(h) or 8456 of title 5 United States Code.
2. Be applying for a position at or below the grade | evel of the position fromwhich you
have been separated. The position nmust not have a greater pronotion potential than the
position fromwhi ch you were separat ed.

3. Qccupy or be displaced froma position in the same |ocal commuting area of the position
for which you are requesting priority consideration.

4. File your application by the vacancy announcenent closing date and neet all the
application criteria (e.g., submt all required docunmentation, etc.).

5. Be rated well-qualified for the position.
Applicants requesting consideration under the | CTAP nust submit with the application:

1. Proof of displaced enployee status (e.g., RIF separation notice or Certificate of
Expect ed Separation);

2. Proof of current (or last) performance rating of at |least "Fully Successful" or
equi val ent, except for candi dates who are eligible due to conmpensable injury or
disability retirenent;

3. Copy of latest Standard Form 50 (SF-50); and

4. Statenent fromyour |ast agency's Personnel Ofice certifying the pronotion potential of
the position fromwhich you were or will be separated.

APPL| CANTS WHO DO NOT PROVI DE THE ABOVE DOCUMENTS W LL NOT BE G VEN PRI ORI TY CONSI DERATI ON.

HOW TO APPLY:

You may apply with a resunme, the Optional Application for Federal Enployment (OF-612), SF
171, or any other witten format you choose. You can obtain the Optional Application by
calling the U.S. International Trade Comm ssion, Ofice of Personnel, (202) 205-2651.

In order to receive full consideration for this position, all applicants nust submt a
conpl ete application or resune. Status applicants nust also subnmit a current Performance
Apprai sal (issued within the last 12-nonth period). Subm ssion of a Performance Appraisal



by non-status applicants is optional

Al'l candidates with nonconpetitive eligibility who wish to be referred based on this
eligibility MIUST subnmit an application which identifies the basis for their eligibility,
e.g., Veterans Readjustment Act, Peace Corps service, physical disability, etc. Candidates
wi th nonconpetitive eligibility who also wish to be ranked through the nerit pronotion
and/ or OPM ranki ng process nust submt separate applications with the appropriate annotation
on their applications.

Conpetitive exam ning authority has been delegated to the U S. International Trade

Conmi ssion by the U S. Ofice of Personnel Managenent. Status candi dates who wi sh to be
rated under both merit pronotion and conpetitive procedures must submt a separate
application under the Del egated Exam ni ng vacancy announcenent DE-00-22, DE-00-23, and
DE-00-24. Wen only one (1) application is received froma status candidate, and it is not
mar ked Del egated Examining, it will be considered under the Conm ssion’s nerit pronotion
pl an only.

REASONABLE ACCOMMODATI ONS

Thi s agency provi des reasonabl e accommpdati ons to applicant with disabilities. |If you nee a
reasonabl e acconmodati on for any part of the application and hiring process, please notify

t he agency. The decision on granting reasonabl e acconmodation will be nade on a case-by-
case basis.

VWHAT TO | NCLUDE

Al t hough the Federal Government does not require a standard application form we do need
certain information to evaluate your qualifications and determine if you neet |ega

requi renents for Federal enploynent. Consequently, we ask that you supply all the
information listed below. |F YOUR APPLI CATI ON IS | NCOWPLETE, YOQU MAY FAIL TO QUALI FY FOR
THI S PCSI TI ON OR OTHERW SE LOSE CREDI T | N THE CANDI DATE RANKI NG PROCESS.

Job Information

- Announcenent nunber, and title and grade of the job for which you are applying.

Personal Information

- Full nane, mailing address (with Zip Code) and day and eveni ng phone nunbers (with area
code) .

- Soci al Security Number.

- Country of citizenship (rmust be a U S. citizen).

- Veterans' preference - If you served on active duty in the U S mlitary and were
separ at ed under honorabl e conditions, you may be eligible for veteran's preference. To
recei ve preference if your service began after COctober 15, 1976, you nust have a Canpaign
Badge, Expeditionary Medal, or a service-connected disability. To claim 5-point
veterans' preference attach a copy of your DD 214, Certificate of Release or D scharge
fromActive Duty, or other proof of eligibility. To claim10-point veterans' preference,
attach an SF-15, Application for 10-point Veterans' Preference, plus the proof required
by that form

The Defense Authorization Act of Novenber 18, 1997, extended veterans’ preference to
persons who served on active duty during the @ulf War from August 2, 1990, through
January 2, 1992. The law grants preference to persons otherw se eligible and who served
on active duty during this period, regardless of where the person served or for how | ong.
The | aw al so authorizes the Secretary of each mlitary departnent to award the Arned
Forces Expeditionary Medal for service in Bosnia during the period Novenber 20, 1995, to
a date to be determ ned. The award of the Medal is qualifying for veterans’ preference.
More information on veterans’ preference is available in the VetCQiide that may be found
on the United States O fice of Personnel Managenent web site at www. opm gov.



- Rei nstatenment eligibility (Attach SF-50 proof of your career or career-conditiona
status).
- H ghest Federal civilian grade held (Al so give job series and dates held).
Educati on
- H gh schoo
Nane, city, and state (Zip Code if known); Date of Diploma or GED.
- Col | eges or universities
Nane, city, and state (Zip Code if known); Majors.
Type and year of any degrees received (If no degree show total credits earned and
i ndi cate semester or quarter hours.)
Send a copy of your college transcript only if substituting education for experience.
Work Experience
- Gve the following information for your paid and nonpaid work experience related to the
job for which you are applying. Do not send job descriptions.
Job title
Duti es and acconplishnents
Enpl oyer's nane and address
Supervi sor's nane and phone nunber
Starting and endi ng dates (nonth and year)
Hours per week
Sal ary
- Indicate if we may contact your current supervisor
QO her Qualifications
- Job-related training courses (title and year).
- Job-related skills, for exanple, other |anguages, conputer software/hardware, tools,
machi nery, typing speed.
- Job-related certificates and |licenses (current only).
- Job-rel ated honors, awards, and special acconplishnents, for exanple, publications,
menber shi ps in professional or honor societies, |eadership activities, public speaking,
and performance awards (G ve dates but do not send documents unl ess requested).

Before any hiring offer can be extended, you will be asked to conplete a Declaration for
Federal enploynment and to authorize a background investigation. You will also be asked to
sign and certify the accuracy of all the information in your application

VWHERE TO APPLY:

Al applications or resunes should be submitted to: Ofice of Personnel, U S. Internationa
Trade Commi ssion, 500 E Street, S.W, Room 314, Washington, D.C. 20436. Applications or
resumes will be accepted if postmarked by the closing date. Applications will not be
returned. The application you submt for this position contains information subject to the
Privacy Act of 1974. Information regarding this Act is avail able upon request. Applicants
may obtain a copy of the position description fromthe Ofice of Personnel

APPLI CATI ON CHECK LI ST:
Be sure you have included the foll ow ng:

1. Application for Enploynment (REQU RED)
You may apply for this by submtting any one of the follow ng application formats:

(a) SF-171 (Application for Federal Enploynent);

(b) OF-612 (Optional Application for Federal Enploynent; or

(c) A resune.

The announcenent nunber nust be entered on the first page of your application

2. Supplenmental Qualifications Statenent addressing each of the know edge, skills, and
abilities (KSA' s). (REQU RED)



A list of college courses or college transcript.
(Required for applicants if substituting education for experience.)

A copy of your nost recent performance apprai sal
(REQUI RED for STATUS CANDI DATES ONLY.)

For current and former Federal enployees, a copy of your nost recent SF-50, Notification
of Personnel Action. (REQUI RED)

Docunmentation to prove eligibility for consideration under | CTAP.
(REQUIRED for all applicants requesting priority consideration.)



